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Chapter 6 | Processing SDO Payments

Chapter Objective

This chapter provides instruction on processing SDO payments in
ENCOMPASS.

Chapter Objectives

By the end of this chapter, you will be able to:

® Prepare and process Pay Cycle SDO payments
e Prepare and process SDO reimbursements

® Reset Pay Cycles

¢ Post payments

e Cancel payments
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¢ Entering SDO Vouchers

To enter an SDO voucher, most of the information you enter is the
same as for regular vouchers, as presented in Chapter 2: Entering
Vouchers. However, for SDO payments you enter different
information on the Payments page.

If your agency runs SDO Pay Cycles to print SDO checks on check
stock, you select your agency’s SDO Bank and Account, select CHK
as the Method, and select SD as the Handling Code. These vouchers
will then go through your agency’s approval process. After the
vouchers have been approved and budget-checked, payments can
be created and printed when the SDO Pay Cycle is run.

If your agency writes manual SDO checks and records them in
ENCOMPASS, you still enter the vendor, item, and accounting
information as for a regular vouchers. On the Payments page, you
record the manual payment. You select your agency’s SDO Bank
and Account. However, before you can record the check number, the

After the voucher is approved, you can record the manual payment.
You go to the Payments page, select Record as the Action and enter
the Payment Date and Reference. The Method then automatically
defaults to MANUAL.

If entering a new voucher:

Navigation

Accounts Payable >> Vouchers > >Add/Update >> Regular Entry>> Add a New Value

If recording manual payment for existing voucher:

Navigation

Accounts Payable >> Vouchers > >Add/Update >> Regular Entry>> Find an Existing Value
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SDO voucher must be approved via your agency’s approval process.
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1

2
3
4
5

Verify the Remit To address.

Select your agency’s SDO Bank and Account.

Select SD as the Handling Code.

Select CHK as the Method for payments that will be created via a Pay Cycle.

To record a manual payment for SDO payments only, select Record in the Action field in the
Schedule Payment section of the voucher. NOTE: The voucher must go through the approval
process before a manual payment can be recorded.

e Action = Record

e Payment Date

e Reference = Check Number

Select the Hold Payment checkbox to prevent a voucher from being paid. You must select a
Hold Reason. Also, you must enter a detailed explanation in the Payment Notes box.

Click Save.

APT60
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Accounts Payable >> Payments> > Pay Cycle Processing >> Payment Selection Criteria

C Navigation
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Processing SDO Payments

If your agency makes SDO payments by running Pay Cycles in
ENCOMPASS, follow the procedures described in this section.

Pay Cycles are used to pay groups of vouchers that share certain
characteristics. You can run Pay Cycles over and over again, using
the same criteria to select your SDO payments, by simply updating
the date information for an existing Pay Cycle. Before SDO vouchers
can be picked up in a Pay Cycle, the vouchers must pass budget
checking, and they must be approved and posted. SDO vouchers
are approved by the agency only; they are not routed to AOS for
approval.

To process SDO payments:

A. Define Pay Cycle (if you do not have one already defined)
B. Run the Pay Cycle

Exclusively for use by the State of Indiana
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Procedure | Define Pay Cycle

If you do not have an existing Pay Cycle, use the Add a New Value
tab to add a new one. Pay Cycles can be reused; therefore, the Pay
Cycle should be named accordingly.

mem“ Ealection Criteria
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APSC82 Payment Selection Criteria
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Action
1 Enter Pay Cycle name.
2 Click Add.
APT61

On the Dates page, change the Pay Cycle Selection Dates to a range
that will select all the SDO vouchers you want to pay.

Dains

Pay Cycle: 110407 500 Pacrcle Par Cvcin baraoer

PayCycle Selcton fhales |
iay From Dase DREe00 | Mon *Hexl Pay Throsgh Date: 11082007 B e
Pay Throsgh Date: 18012007 | Tho Hox] Payrsal Dals: 1108007 [§  The
Payriseat Date: 1RCE00T W T
Changs Selecnon Dabes:

1 Weekis) = wemant | Decrament|
(Rl friiakiis i
"Accountng Date:  Cusvest = 1u0wI0eT W “Wihholding Date: PRyman - 1T (5
@ o Vabsanoa | validaie Py Throsgh Dases
e SesEdard Vaeek T walidaie Payreaal Dulas
) Use Holiday Calendar: 0
APSC83 Dates page

Description

Pay From Date Beginning date of the Pay Cycle. The system compares this date to the scheduled
pay date for the voucher payment schedule. If the scheduled pay date is equal to or
greater than the Pay From Date, the voucher can be paid in the current Pay Cycle.

Pay Through Date | Ending date of the Pay Cycle. The system compares this date to the scheduled pay
date for the voucher. If the scheduled pay date is on or before the Pay Through
Date, the voucher can be paid in the current Pay Cycle.

Payment Date The system tags all payments created in the Pay Cycle with this date and prints it on
checks or shows it on other payment methods. It can differ from the Pay Through
Date. The scheduled pay date has to be between the Pay From Date and the Pay
Through Date so that it is included in the Pay Cycle.

Next Pay Through Enter the end date for the next Pay Cycle payment period. (This date must be equal

Date to or greater than the Pay Through Date.)
Next Payment Enter the payment date for the next scheduled Pay Cycle. You may enter a
Date hypothetical date.

APT62
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Step Action

1 In the Description field, enter a description for the Pay Cycle, if you are creating a new Pay
Cycle.

In the Pay From Date field, enter 01/01/1900.

In the Pay Through Date, enter today’s date.

In the Payment Date, enter today’s date.

In the Next Pay Through Date, enter a future date.

In the Next Payment Date, enter a future date.

All of the other fields on the page should stay as defaulted.
Click Save.

00 N O U1l A~ W N

APT63

On this page, most of the options are not used by the State of
Indiana for SDO payments. Listed below are the fields that the State
uses.
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Step Action

In the Approval field, enter User.

Verify Netting Option is N.

Change Step Group to SDO.

Confirm Credit Vouchers shows Process Credit Vouchers.
Confirm Date Limit shows No Date Limit.

Click Save.

o U A W N =
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The Source/BU page requires the Business Unit and Location Code
information from which the Pay Cycle will be run.

Do | Prefsrences | Source 1Bl | Bank/Nobiod | Fay Group /1iehing |

Pay Cycla: 10300F Pay oyce
Pay Froam Date: 018011 800 Pay Throwgh Dale: 103020407 Paymenl Dale: 10302007

Process :Soance Tramsaciion
7 VCHR 0, Accounis Papable Vouchers * =]

Busimess Unif
Piocess  "Business Uni
¥ DO405 O, Farnily & Social Sandcas Admin [+] [=]
EEE——

Location Code
L seatisn Code:

APSC85 Source/BU page

Action

Select the Process checkbox under the Source header.
Source Transaction field will always be VCHR.

Select the Process checkbox under the Business Unit header.
Change Business Unit to appropriate Business Unit.

Select the appropriate SDO Location Code.

Click Save.

o U~ W N =
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SDO Pay Cycles require data in the following banking information
fields.

[ pates | Prefsrunces | Sowce)DU | Dank i Meibod | Pay Group/ Neling |

Pary Cyche; 103007 Pay epcle

Pay From Data: 01011500 Pay Throegh Date: 10302007 Payment Date: 10030007

Hank fcoount

* Lol STND O
“Bamk: CHASE Y CHASE

"Account:  BO3E 3 SDOFSSA 00405 LPBO3E

Currency:  US Dollar

APSC86 Bank/Method page

Action

1 Verify that the Set/D is STIND.
2 Select the agency’s SDO Bank.
3 Select the SDO Account.
4 Verify that the Process checkbox in the Pay Method section is checked.
5 Select the Payment Method of System Check.
6 Click Save.
APT66
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This page is only used by agencies that use vendor Pay Groups. The Procedure | Run the Pay Cycle

State of Indiana does not use AR/ AP Netting.
The Pay Cycle Manager searches for all scheduled payments for all

banks and payment methods defined by the Pay Cycle.
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APSC87 Pay Group/ Netting page

FayCycds Eme DiscouniLost  Disoownt Denisd  Wikhholding — Bank Replacement

| Man lnformaton | dddoetinfs ) ™

Action

[t ripinn Hari Arcounf Sherai Warws  Served Boewsy  Dwipwl Tops  Dorioed Deafie aiios
1 If you use Pay Groups, select the Pay Group checkbox.
2 Select the Set/D.
3 Select the Pay Group Code. APSC88 Pay Cycle Manager
4 Add as many rows as necessary to include all required Pay Group Codes.
5 Click Save.
APT67 Action
L Select PSNT in the Server list (next to the Frar=== | button).
2 Click Froeess | 46 start the Pay Cycle.
3 Click the Process Monitor link to see the processing cycle.
4 Click the _™#** | hutton to see the status when the Pay Cycle is complete. Status will change
from New to Running to Created.
5 Click the Trail Register link to view payments ready for processing.
APT68
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The Trial Register is a report that shows all of the payments. Before
running this report for the first time, you need to create a Run
Control ID to set up the parameters for running the report. After you
have created a Run Control ID, you can reuse it the next time you
run the Trial Register.

Trial Register

Erter any infoernaon you have and dick Seanch. Laane flebds blank for 3 kst of all valees

j Find as Existing Valwe ' Adda New Valse |

Rus Coalrol Iz begns with ~
Flcase Sensitve
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On this page, the report requires the name of the active Pay Cycle.

Register
Rus Contral iy TRAL REGISTER Beporibanager  Process Monior e
Language: English

P.Hl ':'H.'.H‘: '3-.. Pay O il {
APSC90 Trial Register

dedrch E Clear i BasicSeach B Save Ssann Crleds 1 Enter the name of the Pay Cycle.
2 Click Run.
E 'al a Mgw Valy i 9 i
Find an Exising Valus | Add 3 New Valug 3 Click the checkbox by Trial Register by Voucher.
APSC89 Trial Register Fiocass Schaduler Regaest

Shiar i HF R B Sararll i | B0

PR - | R [T i
[EprErerey. i :I Han e 1 e

Fissust i Crvent CiwtwTires |

ENTAP Training
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1 Click Add a New Value. Feberr Dascrignon Prodean Mems Erocess Tme Tigw Warms  Deiriiee
2 Enter a value for this report. Note: Run Control IDs must not have any spaces. Use an '_ il Py AT o i Py ik
underscore instead of a space in all Run Control IDs (e.g., TRIAL_REGISTER). I Vil Py Wouches A Lyl ek For T
3 Click Add.
APSC91
APTE9 4 Click OK.
5 Click the Process Monitor link to view the process running.
6 When process reads Success and Posted, click Details to view the report.
7 Click the View Log/Trace link to find the PDF file.
APT70
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Pay Cycles, jut ke vouchers requie approval. Clck the Aproce
8 Click the PDF file ink SOIAP007 3346306.PDF to view the report. link to move to the Pay Cycle Approval page.
m i . i o, Pay Cycle Manager
AP TEL AN alonToE B T " T L
R LY T ] i el bag Pary Cycle 5[OEB S{ FATCYGLE
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APSC92
9 Click Return Pay Cycle Eaceprisas
10 Click OK Pary Coyele Efmi Diesd o Lo Cvsid il Disrnedd Py, a7 LR Eiru Flepdae erier
11| scroll down page and clck the Go back to Trial Register link. =TI S Pricee]
12 Click the Pay Cycle Manager page link to go back to the Pay Cycle Manager page. { Blain informatos REN——— "TW
Paysrigean Bank Aoy StoriMams  Beoverbame  “Duieed Trps Owipss Destination
APT71 CHARE  pdod Fapabnd Fils
APSC93 Approve

Action

1 To approve the Pay Cycle, click Approve.

Pay Cycle Approval
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APSC94

To reject, click Reject (see the Rejecting and Resetting Pay Cycles section of this chapter for the
complete Reject process).
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3 An optional step is to click the Paycycle Summary link. This page shows you a listing of all Creating SDO Payment Reimbursements
payments, similar to the Trial Register.
4 If approved, click the Pay Cycle Manager link. In order for agencies to be reimbursed for their manual and Pay
5 Enter the Server Name of PSNT (located at the bottom of the page). Cycle SDO payments, an SDO Payment Worksheet detailing
vouchers paid from the SDO account must be created, approved
Pay Cycle Manager by the agency, and submitted to AOS for final approval and
Pp Grole LEDO reimbursement processing.
S Diims Aoproew il Fiprle P e Lol - -
st Stagng b prawad Navigation
PopCprta s | (Accounts Payable >> Payments >> SDO Payments Reimbursement >> Create Reimbursement Worksheet )
Slatas Apprwnd .-||-'-r|.:."J P 54 Ikl
Py Froe Dim AT PTG
Py Thewwgh Dot 11007307
Faymast Ome: 1205730 Creating an SDO Reimbursement Worksheet and SDO
Sreaduie Tagrary I Gy (o Transmittal Form
Tataciad
Saour I - I |
Use the Add a New Value tab to enter the SDO Bank information for
O the Reimbursement Worksheet.
Pl vl S Lo il L Ll Sl Ll Ralian i ob L, il e
1= - Reimbursemant Sebection
Prasess  Dessriprian Bark  Assouss  Shonbams Jerverbems OE®  Cutpes Desrinsrion
{3 e Vg |
Procean_| P Checis CHARE  pO s I | =] [P =] | ‘
Bari Lailx | a
APSC95 BeckCede: [
Bank Accauns | Lv
Enter the Output Type of Web.
Click the Process button. Status will change to Completed ﬁ
APT72 . .
APSC96 Reimbursement Selection
Action
This Pay Cycle can be re-used for all future SDO Payment Pay Cycles. 1 Enter the Bank SetiD.
2 Enter the Bank Code.
3 Enter the SDO Bank Account.
4 Click Add.
APT73
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Enter the required select criteria. 6 The selected payment lines status is updated to Submitted, and the SDO Reimbursement ID is
“yini Form
assigned. The i button becomes available.

S0O Raimb SHlscten |

¥ I Byarmyaryamam Bpemyl
SDO Payment Reimbursement Selection ;
S0 Reimburssmen Approval
_
STHDY Bani I ATA0001 D CHASE =] =
Bank Cada: CHESE keeourd® 101151358 L0 FE5A 03405 LPS0E e ot e R DHP T L
[ FERESTSE i [ e e = LNETEE i ol el

B0 500 Reimburnenent 1D HEXT Tiafun Pew

Fren Faes |

Bzt Babay T R T r—T ]

- e el 19 T LU LT LR CE ] )

;
Eleri AN | Die e A0 | APSC99

Bay From Dain | K Fay Through Cats | = Cagrch |
lenlll:lle 3 Papment il To I L)

APSC97 SDO Reimbursement Selection / Click the _FPrint Farm_| button.
8 SOIAP026 will process using the SDO Reimbursement ID as the Run Control ID.
'_lml:—
1 Enter Pay From Date and Pay Through Date (optional). b Hum [T [ =]_swee |
. taree [ ] Heew | L, i | - |
2 Enter Payment ID From and Payment ID To (optional). R 7] Ot | = e Bk
Lraei b e
3 Click the Search button. T ™= TN eIyewrryee
4 Select the payments to be added to the SDO Reimbursement Worksheet. Rt ey ten, Eniidd P Busbumt Vi Baxlesrelld ez S Tl B 0 Dot
1 i fra—— [T Al RO M s e e Lo
s i I Pctaiaiasy i |
APSC100
& Py ks !n-tl—-! !_
o Eomsxilow  Groxnies e Arress Freen) Amcar) 9 When the process completes, click the Details Link and then click the View Log/Trace link.
1 127 L=t et ) [R50 -0 MR EE
(Rt it RO DD 0]
1T T T LE e 1502
e )
APSC98
5 s ;
Click the M button.
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10 To open the SDO Reimbursement Worksheet for review and printing, click the SOIAP026_
3346867.PDF. (The PDF naming convention is ‘SOIAP026_’ +'Process Instance’.)

Wimw ﬁl’ruc-

ReportiD: 1781797 Procans Ingimnce: 118567 B 15
Hame; SOAPT Precaid Type: Corysial

Run Sl Socoess

¢ Resetting Pay Cycles

Resetting the Pay Cycle allows you to deselect vouchers for payment
after you run a Pay Cycle but before you print the checks. For
example, after reviewing the Trial Register, you may find errors

or decide that you do not want to pay certain vouchers that were

SO0 Trarverdtal oo selected. If so, you must reset the Pay Cycle,' make corrections or put
Ciwretion Detals | vouchers on hold so they won't be selected in the Pay Cycle, and
Distritation Node:  ACCFY Exgirmion Duee: | then rerun the Pay Cycle.
Fille: L a .
— T T - After you correct vouchers and take them off hold, they must again
CHW. SOWET 1348851 g 5 RO RS AR O go through document tolerance, budget-checking, and approvals.
SORMPIOE. 38T PO 40 97 §1OTF007 5 14 ASTOO0AL D Then they will be picked up in the next Pay Cycle.
pEROErsce e 50 PLOT00F 932 i 45 P000A IND
Dissribusicn |0 Typs ‘Deatritanian 0
If you have approved the Pay Cycle, you must reject it before you can reset it.
APSC101 See Rejecting a Pay Cycle in this chapter.
11 Print the SDO Payment Reimbursement/SDO Transmittal Form and have it WET SIGNATURED by
the SDO Officer. NO SIGNATURE STAMPS ACCEPTED.
S0601 4 mivisrilld B o
: OO R o OETEEIA T L e S ]
Bawrerun Wt o PRI REEDENED
I — 1S HEnnnn
| 1n nd P sy B MR ENININNENIEEE
W R LRI LT
Frei L | Fromee
T il iy
e 0 r v hana Faperraimrn mer ] Fapewi Py Cowan B Temgrn P
- a1 i
!Iﬂm} A DF T SN, LTS AT [ S S R T LT L~ B L) 2]
| (B WK ]
ilm".‘ LA mole [R5 BS = ] 1T i = = S P
| | M =x ]
S daran
APCO02
12 Physically send the signed SDO Transmittal Form to AOS.
APT74
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Navigation Step Action
( Accounts Payable >> Payments >> Pay Cycle Processing >> Pay Cycle Manager ) 3 Click OK.
APT75b
Pay Cycle Manager
The Status is Reset.
Py Ciyches TRI1D" 0s0
Selschon Crilesa  AbDiov Trigl Ragister AOS File Creatien  Clpc wpuchsribsirad]  Reference Confrmation Pay Cycle Manager
Lot Staging Appraval
Py Cycke Slalim Py Cipcile: fladh]th] biE50
S SLESL i Preeeis bantai Eeechon Tineng  Adorow Tral Fagisber  AODS Fils Cresfion  CisemVouchéobstrac!  Befenence Casfimabon
Py From Dol 07000 1500 vl Shiging Aapioval

Ny ke Ok

Py Themagilhy il 9 290 13007

- [ S a
Pimrsei Dabe: TA0AT Enamus st Eracd it Moo m

Py From Datic QN 800 amient belsion &
+ Cowalion

f Precess |
Sehdiils Pargmnsinn 3 pummare  [afpils |
Sedecied: e o Py Thigisgh Date: 1 109/2007

Papyrrerd [l (R D TH

o U T

— - Srlnciod: 1
Pay Cyche Exceplisns R I

Firy Cytlé Eiod Chgcaun Ll D idunl Deniéd "IF oldirs) Biank Fanlidemen

(e idoapstion | Adsens Fo | E ¥ Pay Cytld Bt Digdogrd Lo#  Diaddunl Denigd  WilnRoSng  Dank Feslstamin

(RS Sa L 1] &k Bigoand Shoil Mame  Server Mame  Osfpat Typs  Oupil esimamion .
AT A0S Croate: Fis W
A polil Createt Fis B p.
B e Gash  Anyond Sl N Soves Waime  “Osfipd Ty Chilpul Deslanate
APSC102 Pay Cycle Manager

APSC104 Pay Cycle Manager

Action

1 In the Pay Cycle Reset box, select PSNT as the Server.
Acti
2 Click the Reset button. =~
4 Write down the Pay Cycle ID so you can easily find the Pay Cycle when you are ready to re-
APT75 create the payments
5 Make corrections to vouchers as needed. Or, you can put problem vouchers on hold to correct
later and run the Pay Cycle again right away, to avoid holding up other payments in the Pay
Cycle.
Rpsm Py Cyche TRT1TO0T (7 2505 6 After making corrections or putting problem vouchers on hold, navigate to Pay Cycle manager

! and find the Pay Cycle.
Ifpou fesEt & Pay Cytle, all i Schefubed piymonis seleched dradior ¢réied for pinmmant i Me Pay O e will B ufiseletiad
Select the Server and click the Process button to rerun the Pay Cycle.

Ok | Cancel |
To complete the payment processing, follow the steps outlined in the Processing SDO
. Payments section.
APSC103 Warning Message
APT76
Exclusively for use by the State of Indiana Exclusively for use by the State of Indiana

ENTAP Training ENTAP Training

Issue Date: 12/05/2007 Issue Date: 12/05/2007




ENCOMPASS | Accounts Payable

ENCOMPASS | Accounts Payable

¢ Rejecting a Pay Cycle

Pay Cycle Approval
If you have approved a Pay Cycle and need to reset it, you must first TS ., . BRrCre Wanaoy
rejeCt the Pay Cycle. -y e P e T e
Py T cmsgh Dt 11T Pagnard Daty; { LA LT
Pay Cycle Manager S Pt g rotedss W Bartein Gamman
Py Qe TRI101 R Fahne LRl ] ﬂj m
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Step Action
oy oo brcopons 2 Click the Reject button.
P Cycle Ermar Dissounlilost  [escoqnd Denied  Wethhoidisg Bank Rep scamani APT78
Pay Cych Rasuks The Reject button is grayed out and the Status is Rejected.
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1 Click the Approve link.
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APSC107 Pay Cycle Approval

Action

3 Make corrections as needed. Write down the Pay Cycle ID so you can easily find the Pay Cycle
when you are ready to create the payments
4 After making corrections, navigate to Pay Cycle manager and find the Pay Cycle.
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{ Posting Payments Payment Posting Request
Payments are automatically posted in a batch process that runs
overnight. Payment posting creates the accounting entries that offset

the liability created by the voucher and credit the cash account.

These entries are posted to the general ledger when the Journal

Fain Comtraodlle.  SDOFMTAOST 5 1 el B ' Fun

Foquest I0: PYMTPOST
Generator process runs. e

Description: S0 Payment Pogt
Most users will not be able to post payments. However, a few users ‘Process Frequency: | Adwiarys Process e
will have access to unpost payments. Pt Pamamient. Ot Posst Bark Acrount |

- - Post Pt List Post Paymant | L
Navigation Setil) Bank Code Past Fayment Methos i Pment Reference
Accounts Payable >> Batch Processes> > Payment >> Payment Posting ) |?ir D |Q [CrazE a, e a & 5
APSC109 Payment Posting Request
= At ooty Pavalbie A
[ Vodae hees Acti
\ Coaan] Growpg ction
:. P "m“ Payment Posting Regquest - -
= Batch Procestes ErdET iy iediee meadio n yo.s hae and click Seaech Lewve Telds Blank for & Wl of &8 values 3 Enter a value in the Request ID field.
i Womthers . 4 In the Description field, enter SDO Payment Post.
sl [ FndanE ' | &[T | 5 In the Process Frequency drop-down box, select Always Process.
Puyranl Ensy Beenl 6 In the Post Option drop-down box, select Post Bank Account. Other options are Post Payment
Chah Claoias Pl Camiral x| begine Vi o and Post Payment Method.
X E_:.,.I E— [lcase Sensnive 7 In the Payment Options box, enter the Set ID, the Bank Code, and the Bank Account.
= dail Pl inderfac by 8
A Searn | Char | pasic Gesrch B Boes Bparch Criens If you want to post payments from more than one bank or bank account, click to insert
rows.
APSC108 Payment Posting Request 9 Click Save.
10 Click Run.
APT81
1 If this is the first time you are running this process, click the Add a New Value tab and enter a
Run Control ID. Any subsequent times, click Find an Existing Value and select the Run Control
ID defined previously.
2 Click Search.
APT80
.. Exclusively for use by the State of Indiana Exclusively for use by the State of Indiana .
ENTAP Trammg Issue Date: 12/05/2007 Issue Date: 12/05/2007 ENTAP Tralmng




ENCOMPASS | Accounts Payable ENCOMPASS | Accounts Payable

Prosess Scheduler Request ecear |
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APSC112 Process List
= J Cancsl ] hefrazh t
APSC110 Process Scheduler Request Action
13 Click the Refresh button until Run Status is Success and Distribution Status is Posted.
; 14 Run query SOIAP0014 to verify that payments have been posted. The query only returns
Step Action payments that have not been posted; therefore, if your payments do not show up, they posted
11 Click OK. successfully.
APT82 APT84
Payment Posting Request
Fam Comtrel i  S0DOPYWMTFOST FEepoe Manager  Pioeess Wonhn | Run I
Frocess Instanca: 1347749
Fequest I PYTPOET
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APSC111 Payment Posting Request
Step Action
12 Click the Process Monitor link.
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¢ Canceling Payments m

L

There times when you may need to cancel an SDO payment. LE*’I - ,“"‘""“' Payment CamodRithon
Agencies have the ability to cancel SDO payments only. If you need ;:.'?: F-rprl-gl:g EFT I AT S 1 U P Bl Sl Badrh (i tec Bl Br B BY I v
iy Cmthe Bprpiowsd
to have a payment executed by AOS canceled, contact AOS. U PayCp Lensiine | Tl Evimiing Vb |
g Fﬂll P -
D EF
¢ To cancel a payment before it is sent out, void it in ENCOMPASS. I Fay Corie Draliilban iigni Slli: " i [ ST A
The system automatically reconciles a voided payment. (This is the . ':,::::',."" e Fuai Cine: e B,
most common situation at the State.) £ sl Pl [TPray p— bogm w4 A0 -1
e To record a stop payment on a check that has already been sent out - Farnerd s ik Spwcerip i - ——-
and that you've asked the bank to stop payment on, stop payment in e PR 1 = =
ENCOMPASS. i+ B0 Payment
Fllli:mnlrrllnl Famaick ) Ciow | Bayw Epavh B Favd Seavh Crimeg
. TO, handle checks or ACH payments that were bouncet.;l back, i.e., ;:::;;mmp
rejected by the vendor or bank for various reasons, void the iy Search Resuls
: [ Fgen
payment in ENCOMPASS. B bigh Vokowe Payrsiis n— P
. . . fo TR il B £ o e i A
The cancellation takes effect after payment posting runs (which - 3¢ (pndi Faysbly Cavter -oted -
occurs overnight). After a payment is canceled and payment posting " nrking ST IRl DOGCODON | Cae 10 2T I8 COMR AR
: : AT il ke EIND Gl B CORDOONID  Caeck ANICE . 0 UM A
runs, ENCOMPASS backs out all payment information for the Gt Ciadal STRD CoASE LOID OROONI] sk TR T
vouchers affected by a canceled payment. You can choose to have D nemm| Losg g SR CHARE QUG DOOCRMOMNE  Cheik AT WY T b
the voucher reopened or closed. If you choose to reopen and reissue APSC113 Payment Cancellation

the voucher, the voucher will be made available for selection in the
next Pay Cycle (after payment posting is run). If you choose to close
the voucher, it will be closed the next time voucher posting runs.

Action

1 Enter the Bank Code and Bank Account. (If you know the Payment Reference number, you can
enter it.)
Before a payment can be canceled, the payment must be posted. You can 2 Click Search.
ify wheth i i IAPQO4. If th
verify whether a payment is pos.te.d by running query SOIAP0O the Sellza i (e e SR e,
payment appears on the query, it is not posted; the payment cannot be
canceled until the payment posting process runs (which runs every two hours). APTSS
Navigation
( Accounts Payable > Payments >> Cancel/Void Payments >> Payment Cancellation )
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¢ Reconciling SDO Bank Accounts
cancel Payment Meriers | S _Fw |
[Enter ConcelPaymers ] This section provides high-level steps for the manual and semi-
Bk St oTWD Fafaromcs B 0ODOOOONIS Comafinn Duder Fpa— manual bank reconciliation processes in ENCOMPASS.
Eiarh: CHAZE CHASE Pyt e [rriTrie b
Bccount: BA36 193151256 Pyt Amoyt: WO USD Navigation
Melsk Sramm Chetk Canial Puial SEatunt Hol A abie ( Banking >> Reconcile Statements >> Semi-Manual Reconciliation )
Rers Vendes:  (00000004K  FRINTERS SUPFLY OF IND MG St by Py Crete
S — ) Navigation
Dete Cancamet:  [110777007 |59 ( Banking >> Reconcile Statements >> Manual Reconciliation )
Crinep
i Cancel
Cancel Acior: (7 fae.Open Viouchen(x) fe-lusise Hiold Reason - Reconcile statements semi-manually when there is not a one-to-one
' PoeOipian Vouchen{x}P on Hokd match between your bank and system transactions and you have
1 Lo ot oetwim Chowoe Liabimty reconciliation exceptions. Or, you can reconcile bank statements
D scriplion: after entering a hardcopy bank statement online.

APSC114 Cancel Payment

Semi Manual Reconciliation
BomchCillegle ]

. Pk I %L ceusw O, Sesement It % a
Action = =
Fram Ml 1Aragnag |5 Theu Metae | 11 TAICET [ e crnc-Bialian TEshm: Urreconcilac W
4 Select Void or Stop.
i i . F a1 AT & AU CLHT ey Lo, Bmarch |+_:-.1-.r---.| fi
5 If you want to reissue the payment immediately, select Re-Open Voucher(s)/Re-Issue.
Sirad=m

6 If you need to make changes to the voucher before reissuing payment, select Re-Open |.'...M.|....1

Voucher(s)/Put on Hold. e —

If you do not want to reissue the check, select Do Not Reissue/Close Liability.

In the Description field, enter the reason for canceling the payment.

Click Save. FEardcie |

APT86 APSC115 Semi-Manual Reconciliation

Action
1 Enter Bank ID, Account #, Statement ID, and date range.
2 Click the Search button.
3 Select items to reconcile.
4 Click the Reconcile button.
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Use the manual reconciliation process to reconcile statements for
banks that do not provide an electronic file of their transaction data.

Manual Reconciliation
Sasrchpy: |F0T DalaTivg Dulz &
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APSC116 Manual Reconciliation

Action
1 Enter Bank ID, Account #, and date range.
2 Click the Search button.
3 Select items to reconcile.
4 Click the Reconcile button.
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